
Tips for Providing Feedback 

Managing staff performance is essential to the success of any organization, yet it is also an area 
that most managers find to be the most challenging part of their job. "How am I doing?" is one 
question that is on the minds of many employees.  To make these conversations easier, below 
are a few tips for providing effective feedback: 

1. Be Specific  
• When providing feedback, specific information gives an employee a map.  
• Using recent examples makes it much more "real" for the employee, enabling 

him/her to recall the situation more quickly, thus enhancing the likelihood of a 
behavior change 
 

2. Do it in a timely manner 

• Offer feedback as soon as possible after observing the situation or behavior. 
• Make sure you choose an appropriate time and place for providing feedback. 

Always consider, "would I want to have someone share this information with me 
right now?”  

• When sharing constructive feedback, always consider that not sharing the 
information will make the problem worse, or may even be interpreted as 
approval. 

3. Offer Support 
 

• Demonstrate a sincere interest in helping the employee make improvements.  
• Be ready to move to action.  
• Don't be afraid to ask what you can do to help.  
• Make sure that the person understands that feedback is a critical part of growth 

and development and that you see it as an investment in their future. 
 

4. Never Let Good Work Go Unnoticed  
• Encourage employees in a specific way everyday 
• When you see it, say it. 
• Check in with employees regularly. 

 
5. Listen 

• Listening is an essential part of good communication.  
• Effective communication is not a top-down, one-way exercise, but involves 

listening and demonstrating an inclination to act in response. 'Listening' can be a 
real challenge in this sector. 
 

6. Beware of derailers 
• Reveals things told in confidence 
• Plays favorites when managing others 
• Manages by using threats or intimidation 
• Tends to focus on others’ shortcomings, rather than strengths 
• Takes positions based on self-interest rather than on what is good for the 

business 
• Has difficulty maintaining composure under stress. 
• Demonstrates poor judgment 

 


